How to Create a General Survey Link (Single Password Based) Survey 
(Instructor Side)
Login at www.andrews.edu/surveys/indexeva.php
Select New Survey
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Name Survey is space provided. 
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Select either Use Existing Folder or Create New Folder for your results to be placed.
	When using an existing folder, use drop down and select your folder.
Press Next


Select Questionnaire using the dropdown
[image: ]
Then Select Next
Select Online survey
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Then Select Next


 Select- General Password
[image: ]
Type a 6 to 25 digit password (Passwords can be letter and number combinations but be sure not to put the same password twice over time.)
Then click Next.
This screen is usually left deactivated. But can be used to redirect the participate to a website that you choose by selected the check box and entering the web address.
If you choose to leave it deactivated just click Next.
[bookmark: _GoBack][image: ]
The click Generate Survey.
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You will be taken to the folder that the survey was placed.
Click on the survey you just created.  It will have the world symbol in front of the name you gave it.

[image: ]
The web link is on the top right of the screen. Copy and paste to share link.
[image: ]
You can change your password if you misspelled or want to edit it.  This needs to be done before you give the link out.
image6.png
File Edit View History Bookmarks Tools Help.

€) 0@ s onlinesurvey-detal

D Clss Climate I Adminisrative Sysem.. () Andrews Univesty ) AU Course Scheclule () AU Human Resources (Y Lime Survey f) LearningHub

@ CassClimate,  scions  sotioss o iR

Online Survey - Details

Doctor of Ministry [T Activate forwarding after survey is completed.
Insrctr Ifyou enable forwarding, the participants of your online survey will be redirected to
Specified web page afler submitting the sunvey. To do thi, enter the URL in the box
“Forwarding URL” Ifforwarding is not actated, a pre-defined farewell page is shown.

surveys Fowarding URL i

88 Folders -
@ 0P Reflecton
@ Oral Assessment.

2 New Survey

Questionnaires

&) Own Questonnares

) ousstomare
Tempites

&) Create Questiomnaire
) Question Libary

Processing
 Verfcaton

Addiional Reports

s el





image7.png
File Edit View History Bookmarks Tools Help.

[ R BURREIRY () tractor - Coss Cimate

€) ) @ | htpss//wandrews.edu/surveys/index phpTmca= defaut/survey overvien &PHPS + 4008

D Clss Climate I Adminisrative Sysem.. () Andrews Univesty ) AU Course Scheclule () AU Human Resources (Y Lime Survey f) LearningHub

) Class Climate" Actons  Settings nto SEM.Other Surveys

U i T s 201081

NG &
‘ Confirm survey configuration
}\» =

= Questionnaire for your survey 0ARTE
Instructar i Questionnaire preview

Sunvey type Online Survey (General Password)
surveys

] .ans - General Password TEST123ABC
WDP Reflecton

@ Oral Assessment.
Forwarding after survey completed Deactivated

2 New Survey

Questionnaires

) Own Questonnaies

) ousstomare
Tempites

&) Create Questiomnaire
) Question Libary

Processing
 Verfcaton

Addiional Reports

s el





image8.png
File Edit View History Bookmarks Tools Help.
= ~—

£ Instructor- Class Climate.
€ sndrews.edu/surieys/urveys phpTmode-urnfragedetsi

D Clss Cimate I Adminisrtive Sysem... () Andrews Universty () AU Course Schedule ) AU Human Resources () Lime Survey () LeamingHub

@ Class Climate Actions  settings Undergraduate Er

RS CLBATION FCOME 151K

Survey Details

She\lnlsy"i:ﬁm iSurvey to be deleted
@@ Folder Undergraduate Enrollment Office
@Type Single Password based (12311acb)

Jr-Preview - https:/lwww.andrews.edu
Isurveys/online php?p=12311act

[ status In progress (ready for data)
‘Survey Created on 09/15/2014 at 04:08:36 pm

Surveys

B8 Folders ¥
@ Undergraduate £

4 Questionnaire

* Generate Survey
) Scheduled Tasks Actions

Download QR code for this survey
Change password

Send password via email to
participants

Questionnaires

&) Own Questionnaires
] Questionnaire
Templates.
& Finish Data Collection, Close Survey
& Create Questionnaire
i Question Library. Rename Survey
Move Survey

Processing

f Verification

Delete Survey
Edit/Show notes:

SIX W& e

Additional Reports

oz Reports central
evaluation





image1.png
File Edit View History Bookmarks Tools Help.

£ Instructor - lass Climate

€) D@ hips andrews.edu/surveys/surveys php?mode=show_surve = 2 cluHB O ¥ A4 9 6

D Clss Cimate I Adminisrtive System... () Andrews Univrsty ) AU Course Scheclule 8 AU Human Resources Y Lime Survey (Y LearingHub 3 Assessment Instute (} Faculy & Saff: A

) Class Climate" Actions  setings Info SEM.Other Surveys

U i T s 201081

Surveys in Folder "Oral Assessment Rubric" | Help ]

Doctor of Ministry Type Name Status | @|Lock Form | Created | Processed

g
K
S

@  Oral Assessment Rubric 20162017 Data available (=i OAR16 08/25/2016 08/25/2016
Oral Assessment Rubric Summer 2016 Data available (= OAR16 07/21/2016 07/21/2016
Surveys

& rouers +

@ 0P Reflection Oral Assessment Rubric Fall 2015 Data available s OARTS 07/21/2016 071212016
@ Oral Assessment.

Oral Assessment Rubric Spring 2016 Data available (= OAR16 07/21/2016 07/21/2016

8/ |8J|8)|8)|8)
B/ |B/|8) |8/ B

@  Oral Assessment Rubric 20152016 Data available (= OAR16 07/21/2016 07/21/2016

2 New survey

Questionnaires | Newsuney

&) Own Questonnares.

) ousstomare
Tempites

&) creste Questomare
) Queston Lirary

Processing
 Verfcaton

Addiional Reports

s el





image2.png
File Edit View History Bookmarks Tools Help
—_—
ICMS SRR SURNESN (\ (nstructor - Closs Climate X

€ @ | hitps: andrews.edu/surveys/index ault/survey/start-surve, wB 93 A 4906

D Clss Climate I Adminisrative Sysem.. () Andrews Univesty ) AU Course Scheclule () AU Human Resources (Y Lime Survey f) LearningHub

) Class Climate" Actions  sefings Info SEM.Other Surveys

U i T s 201081

Survey name & Folder

Doctor of Ministry Please enter a unique name for your survey.
nstucter

Suney name

Surveys

& rouers +

@ 0P Reflecton
@ Orol Assessrent. Please choose a folder for your suney or create a new folder.
Hint Archive your surveys by year or subjectto keep track o them.

' New Survey Create New Folder

Questionnaires Folder name

&) Own Questonnaires

=) Questionnaire: © Use existing Folder
Templses

ol Assessment Rutric
& Crest Questonnare

) Question Libary

Processing
 Verfcaton

Addiional Reports

s el





image3.png
File Edit View History Bookmarks Tools Help
—
CMS - Andrews University %

€)@ hips andrews.edu/surveys/index. d wBe 93 408

D Clss Climate I Adminisrative Sysem.. () Andrews Univesty ) AU Course Scheclule () AU Human Resources (Y Lime Survey f) LearningHub

) Class Climate" Actions  sefings Info SEM.Other Surveys

U i T s 201081

Choose questionnaire

Doctor of Ministry © Use existing Questionnaire
nstucter

‘OAR1S - Oral Assessment Rubric or the Diin Pro, ~ (i Questionnaire preview

surveys
88 Folders + New Questionnaire
1DP Refecton
= This option generates a new questionnaire in the sditor
@ Oral Assessment.
= New Survey
Build a new questionnaire based on the following one
Questionnaires

MDP-RP16 - Difin WDP Reflecton Paper Rubric

&) Own Questonnaires

) ousstomare
Tempites

&) creste Questomnare
) Queston Lirary

Processing
 Verfcaton

Addiional Reports

s el





image4.png
File Edit View History Bookmarks Tools Help.

£3 Instructor - lass Climate
€) D @ itpsy/wwandrews.edu/surveys/index aut/survey/choose: mediur < ]

D Clss Climate I Adminisrative Sysem.. () Andrews Univesty ) AU Course Scheclule () AU Human Resources (Y Lime Survey f) LearningHub

) Class Climate" Actions  sefings Info SEM.Other Surveys

U i T s 201081

Choose survey type

Doctor of Ministry Paper suney

nstuctor
Create paper questionnaire, share it and scan the returns. The data wil be read
automatically.

Surveys

& rouers +

@ 0P Reflecton e o

8 Oral Assessiment. Acombination of paper based and online survey. This means that paricipants can
decide which medium they want o use fo take partin he suney
2 New Survey

Questionnaires © Online Survey

) Own Questonnaires
‘ Invite people to pariicipate in  password-proteced online suvey. Access data can be

] Questionnaire. sent by email or on printed cards.

Tempiates
&) Create Questiomnaire
) Question Libary

Processing
 Verfcaton

Addiional Reports

s el





image5.png
File Edit View History Bookmarks Tools Help.

€) 0 a s

D Clss Climate I Adminisrative Sysem.. () Andrews Univesty ) AU Course Scheclule () AU Human Resources (Y Lime Survey f) LearningHub

@ CassClimate,  scions  sotioss o iR

Online Survey - Details

Doctor of Ministry Select the method of granting access to the online survey:
nstucter

Indiidual Password

Each participant recsives an indidual password (= PSWD) to take partn the survey.
Surveys ‘This method ensures that each participant can only il n the form once.

88 Folders -
@ 0P Reflecton
@ Oral Assessment.

Required Passwords
(Number of participants)

© General Password
2 New Survey
Al users receive the same password o access the survey o reach the fargest possible
i — number o paricipants. However, be aware fnat paricipanis may use the password
more fhan once fo complete the Surey.
) Own Questonnaies

[} Questionnaire ‘Specify a general
Templates password

&) Create Questiomnaire
) Question Libary

Processing
 Verfcaton

Addiional Reports

s el





